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1. To begin redacting, create a “working copy” of the document. This protects 
the original from corruption. Select "File" from the menu bar and click on "Save As."  
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2. Rename your document "Redacted XYZ..." 
 

 
 
Now that you have a working document, you may begin redacting. 
 
 

3. Select "Drawing Markups" from the "Tools" drop-down menu.   
4. Click on "Rectangle Tool.” 
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5. Place the rectangle around your text. Once you have your text marked, 
RIGHT CLICK on the mouse to bring up the "Rectangle Properties" box. 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Select the Black border  
and 
Select the Black Fill. 
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This should be what your page looks like. 
 

 
 
 
BUT, the blacked-out box is movable and this is not sufficient to redact your 
document. 
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The key to safely redacting information from your document is to save your new 
document as a "Ceritifed Document." 
 

 
 
 
 
 

6.   Select “File” from the main menu bar 
and Click on “Save as Certified Document.” 
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The first time you "certify" a document, you will need to set up your authentic ID.  
Click on the "Get digital ID" button  to accomplish this step. In this example, that step 
has already been completed. 
 
Click "OK." 
 
 
 
 
 
7.  Select the “Disallow changes” option and Click “Next.” 
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8.   Unless there is a specific need, you may Select "No..." to this option,  
and Click “Next.” 
 
 

 
 
 
 
 
 
9.   There are several options to select from when “signing” your document. Or, you 
may leave the response at "<none>" 
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10.     Type in your password created when you registered for the certified digital ID, 
and Click “Sign and Save As…” to rename your document or  “Sign and Save” to 
copy over your working copy.  
 
 
 

 
 
You should receive this confirmation.   
 
11. Click “OK” to complete. 
 
 
 

*************
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Click on the blacked-out rectangle, and right click on the box to open the Properties 
window 
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Notice the options are grayed out and the your blacked-out box may no longer be 
moved or altered. The color options can not be changed.  
 
Thus the information redacted cannot be uncovered. 
 
 


